. _: ’ STATE ; . . OFFICE OF BECAETARY OF STATE PAGE
- - OF App] 1Ca t 10n for DEPARTHERT OF ARCHIVES & NISTONY 4

1
GEORG A RECORDS DISPOSITION STANDARD NECORDS MARAGENENY DIVISION T.

- Winsrrucrriofs: See saparate instructions for completion of f FOR RECORDS MANAGEMENT DIVISION USE

B
1_ Applicdtion Date

7/17/72
2 llency Appllcltlon Ro.

MS 104

3 ACENCY, Diviston, Subdiviston & Adlln!lterln‘ Ofricr Addrenl-

- State Merit System
Personnel Transactions Division
244 Washington St. S.W,

Date RNecelved Appilcation Neo. Date co-pleted

§frant and revarss of thig form. Sign original and two copies

Ivov 29 1972 '7? DEC 4 1972 |

Perason to Conieﬂt
.

H. W. King

.Horklng Title Tel. Ro.
.

Atlanta, Georgia _ 30334 656-2730. |
7. TON REQUESTED - il :
X ESTABLISH DISPOSITION STANDARD T DISPOSE OF PRESENT ACCUMULATION;

RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED..

N A

9-Exact Series Title

.Earliest & Latest
Dates of Series

.1969 to date Applicants Availability File

10 what is the functionlof the office in which this record series is created?

+

These records accumulate as a result of administering a state-wide proggam of Personnel
Administration and are created as a result (but not limited to): (1) Establishing and
‘maintaining the official registers (2) Certification of applicants for appointment

(3) Maintain applicants_current availability status (4) Audit appointments for
compliance with Merit System Rules and Regulations (5) Maintain current employees
personnel file (6) Maintain inactive employees personnel file to determine rights

and bercFits on reappointment or rernstatement (7) Audit depatrtmental payrolls.

e

11. This file contains the following documents (1nclude form nurbers and tltles, if any,
and flle arrangement)

(1) This file relates to maintaining current information on the name, address, and
availability of each applicant.

(2) Message to applicant forms, with reply.
Letters from applicants.
Letters from agencies. ) .

(3) Filed in alphabetical order by Fiscal Year

ATTACH SAMPLES OF THE FILE

12. EQUIPMERT ACCUPTED ‘Ko. of Dravers | Cu. Ft. of Records No. of Dravers  Cu. Ft. of Records
i - : e — = :

o '7. 7 ARNUAL RATE Oé ACCUMULATION
7 — 10.5__ t 2

N
In OFfice(n) In Storage Area(s)

Letter-site File Dravers

Legal-slze File Dravers ‘ Floor Space Occupled (Square Feer) -
- ireoedlng lll'Prlor
L . ! ! Yenr's re’

AYERAGE DAILY REFERENCES ' 1 '01

Fora: AR-30-7T)

—_—— 2 e - i r——t




PAGE 2

ror—r I — e e e LY
QUESTIONNAI RE Place an "z" in the proper column. If anaver 14 “"S'", please explain N Y ES N NO
13. Is this the Record Copy#of the series? o ; x1 [ ]
14. Is there a dupllcatlon of this series in snother office or agency? . : 11 K]
,!

15. Is the 1nformat10n contained in thls series ever summarlzed or publlshed° [ 1 K]
Attach copy of summary or publication.

16. Does the seriés contain classified informetion’ requlrlng securlty handllng9'"' 1) k&x]

17. Does the series initiate, amend or terminate agency policies and procedures? [1 E]

18. Could the functlon beAperformed if the files were lost or destroyed? ' 'S
Current information on applicants computer file

13. Is the series {or major portion of it) regularly microfilmed? If yes, why? 1 kIl

20. Does the record series provide data as input to an EDP file? [(x]1 [ ]
Input to applicants computer file .

21. Does the record series contain documentation produced as EDP printout? Y K

22. Has the Federal Government issued 1nstruct10ns governing the retentlon/dlspo- 11 ki
sition of these files? _ . - - co : : o - - '

23. Wlll there be a need for these records 10 15 years from now? If yes, what9 ' [ 1-K]

2k. REQUIREMENTS The followlng requlres ‘the flles to be kept '57 . " years: T

a.[ JSTATE b.[]STATUI‘E OF ::'c.[]AUDIT, d. []FEDERAL ‘e. BdADMINISTRATIVE £.[ JHTSTORI CAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

HEW audited in 1968 and recommended that all correspondance concerning applicants availability
be retained for the HEW audit period (currently defined as maximum of 5 years).

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -kFISCAL YEAR -[ JOTHER | ,then:

Hold in the current files area "month(s)/ year(s):

Transfer to [X] State Records Center [ ] Local Holdlng Area, hold year(s)
Destroy. -

Transfer to State Archlves for permanent retentlon
Destroy immediately after cut-off.

Other: (Specify)

X
X

— ) — Y —
e et bmd ) g bl

(Indicate briefly rationale for recommendations above/or write additional remarks):

N

e, ”m%}ﬁ Sigar ASignature te " | OTHER REQUIRED SIGNATURES DATE |
26 ./Recomfiendations |4 Head/DeS?fgneé = =) . / / / l
in paragraph 25 Approved Disapproved ; ' w/25/2 2
are: Audi tor/Designee ‘ . 67? ' /S
- [Mpproved [ ] Disapproved] ) N-24-2
STATE RECORDS e of State/Designee '
COMMITTEE sfﬁﬁed [ ] Disapproved aedf | . V-29-7 2.
Attgrney General/Designee '

;_ e — Approved Disapproved] /)_-/_7,_,3



